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ACCOMPLISRMENTS - CALENDAR YEAR 1952 f m’:‘";_‘)
At virad ha,
1. Gemerel s whie
ey

The more impertant accomplistments of the Persommsl Offies W
ﬁm-mg calendlar yoar 1952 wore corcerned with improving and broedening ‘
the servicss offered by the Parsomsl Office and with strongthening the
mre@r sm'ﬁwt: The past year also saw the Agency becoms fairly

—_—

woll stabilized in its staffing. With persomel procuremsnt 1imited largo-
],,r to mplaemnent of attribion, the emphasis shifted from recrultment to

tha ciemlnpnmt of a wll-roundsd ;@swome Stepe in thiz dirco-
tion during the yoar were the contimuing lmprovement and simplification of
par smmal Frocedures and records, the begimning of the development of a par-
sonrel mamnl (vhich gave way to the new Agency aystem of regulatory is~
suznces), the complotion of the coding of the qualificatig?i of employces
and applicents and the establistuent of this data on machine recards, im.
rrovad persomnel statlistionl reports and reporting rocedures, and increased
emphesis on in-servics placement activitios and employee services. Jalendar
year 1952 aleo saw a boginning to the mplmntation of the Agency“s poliey
for decentralisiug certain sdministrative activities » Including porsomnnel

————p

ororations,
2. Persommel Procuroment
&. A siatistical summery of parsomm stuffing is furnished in
Tobs A through C. Although spesial recruitment, rarticulsrly to moet

Froject requivements, required intensive sffort in ecertain areas, g :,\;,!‘J}
Po
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recrudtment of non-clewicel condidates beceme generally conterned
with oblaining replacemoni personnel. The secarcity of qualified
olerical candidates required that this phase of reorultment sctivity
ba conducted on a aritical basis,

b. The lessening of quantitative requiremonts intensified the
need for selectivity in tho recrultmont procasa. During the last aix
m:nt:hs of 1951, approximately 18% of the Wtw comsldered fop
Agency employment ware appointed. Duwring 1952, only about 10% of the
candidates epplyling wre appointed. 25 2 means of redueing unpro-
duotive recrultmsut contacts and as an aid to developing and exploit.-
ing productive scurces, the Perconnol Offics complatad the sstablish.

-memt of g comprehonsive lead/Source Index. This Index contains the
names of individuals, colleges and miversities, industrial connerns,
assoolations, otc., with whon sentact has bean esteblished, Somres
rocords are catalogued acsoerding to occupational groupe and speels)
8kills exd boer notabicos es to comtasts mde, security clesranse of
contacts, and results obteined. A the save time, an improved system
for providing fielci rm:‘uitmm officers with mn'mt rersomnel re-
quirements infm*mﬁim, inclvding beief statements of qmlifimtﬂms

_desired, s estalilished,
T e The schedulo mrovided in Tab D reparts the volumm of typleal
work unite in resuitncrt astivity during the year.
3. Coveer Sewvice Frogram |
@, Upom approval 'hy the Director of Combyal In‘aﬂligmca of the

Jrogram recommetded by th@ CIA Carear Service Gmﬂt‘b@e, ths Pm-sml
- 2 -r

—sacRE—"
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_Office rartioipated in the implementation of the rrogram at all
lovels, - Carear Service Boards wore cetablished in all majer argani-
zational compenents and were assisted in defining and clarifying
thelr finotions and respomsibilities,

b, Study of specific proposals concerning honor awards,
bazardous duty pay, longevity awards, selsotion of professional per-
somnal, and estahlishment of an executive inventory was unden.'tahan
by working groups established by tho CIA Career Service Soard, with
active participation of Persommel Office represontatives. Additiomale
1y, a variety of astatistical and other data was furnished for these
rrojects.

8. Imtamuom of the Parsomnel Evaluation Report, approved as
the basic tool of the Caroer Service Frogram, was accomplished. Ap-
rrepriate regulatary and procedurnl materials, providing for the utili-
zaticn of this reporting system in other personmel activities, were “
 devaloped by thePeraonn@J. Ofﬂceaxﬂmin%miveﬁainingpmgramms
condusted jointly with the Oﬁiqa of Training. During the last three
months of the yeor, actimm wms Inttiated to obtain evaluations for ell
employees who had been an duty with the Agency far nine months or longer.

4  Flacement and Ubilization | /

a. Considerabls progress was made in pwaﬁiding a placoﬁ:ent X0
grem vhich goos bayond the initial assigrment phasa, &:Eensivé use s
mdeoftheteehdmaffoﬂw—amintervim to determine the_sulta~

N._,__________’
Wﬁm&amﬁdﬂw&&e%wmm

emplayee concerned. Thie mothod assisted supervisors and placement

-3 e
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officers in identifying mis-essignments before serious problems
arose. Greater emphasis was placed on effecting reassigrmont o
separation of employcos uhc;se performance was not satisfactavy,
b. The recording of qualifications date was greatly imgyroved
by extension and refinement of machine recards showing imparbant 1<we
somnel data, education, experience and other qualifications informa~
tion. In campleting this project, the Persermel Office developed
code structures tailored to the Agency's needs end established current
records for applicants, employoes amd consultants. App-oximtelym 25X1
25X1 applicant files,[  |employes questiomaires, and[ |consultant £iles 25X
were codod in establishing these qualifications registers, waich ave
used extensively for both in-service placement and statistical purp
c. A Placement Handbook, primarily for the use of Flacement
Officers, wos published during the year, This handbook eou;taim in-
formational, regulatory and mrocedural materiel pertinent to plmmt
and utilization activities, -
5. Classification and Wage Adminis'bration
8o Qnoft&mmsigniﬁcantdwelopmintbepositim
classification program was extension of its survey activities to over-
seas locations, In arder to determine the affaotivemsa of the classi-
ficatlon program for the field, a team of anmalysts visited the[ ] 25X1
25X1 and conducted & comprehensive survey of & typo uhich 48 con-
'hmplatedfarallwerseasareas This sm'veyresultadinammberof
recmmndations reg;arding position allocations and staffing gemerally.
-

»
Security Informatiom T T aE
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b, Considerable progress was made in developing urifarm titles
and definitions for Agenoy positions ani in esteblishing classification
standards applicable to Agency positions. In this commection the
"Persomnoel Office developed a new format and questionvaire for obiain-
ing job information for classifiestion purposes.

¢. Special procedures were established for review and action on
recomendations omeern:'.ng positions in gredes GS~-16, 17, and 1§. 'y
comnittee of key offfcials wns establishsed to review propusals far the

establishment of positions at those levels as well as propusals Lo

the assignment of individuals to these positioms, A comprebensive
review vas pade of all existing and potential super-grade positions of
the Agency end & report prepared recommending allocations of these
positions to the Rev:li_su Board, In this connection, infoarmat’cn was
obt.ained; on super-grade positions in cthew Federal agansies; and a
recommendation was submitied as to the mumber which emﬂ.d apromintely
be éuthorizéd tar‘tbia Agency .

d. A detailed amalysis of the grade distribtution of 7,0 posi-
tions as compared with tho grade of the incumbents thereof wey o~
parod for oach Office. Additiomal reporis prepared covered the distri-
butdon and grade lovel of administrative positions, and a lsiing of
Agency ponitioms by special categories (profesaioﬁal, teo!mical,
clerical, ote.). |
. Teating Progran N |

8. Maehaaﬂeprmaadmhbbreﬂecté thevolumofﬁpical
vork units in the testing activity. |

-5 -
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b, The research progran of tho testing scrvice wes cobw~
sidorably lroadencd during the year. Frojects were developed in the
folloving aveast rellabllity studles of tests owrrently used; ex-
perimental "tryoat® of new tests; validity studles on skill tests in
terns of predicting performonce in training and in "m-job" situations;
and revision of normative data for Agency porulations. The aervices
of a consultent | | were obtained to 2§
adviae on the toating sarvicss offered gonerally and on research
problems particularly. |
7. Employee Services

a. An informational handbook, Your Jo
Ageney, was developed end published for distribution to all Agency per-—
somel. This hendbook provides genmeral information about the Agency,
conditions of employmemt, and other material of intorest to individual
enployecs. |

b. An erlentation progrem vas initiated by the Perscmnel Office
to assist all new employees ianminting themselves vd.thﬁxekgemy.
This s fn additlon to the comprehensive criemtation course for profes-

sional employees, provided by the Office of Training, whieh is offered
only once eash quarter and is xiat- dosigned to provide information on
such subjects as lsave, cmployee services, retirement benefits, ets.
Tn addition, incoming clerical persomnel now recelve an intensive two-
day training seselon in Agency administrative procedures whils in the
Tuterim Assigmmont Branch of the Personmel Office. | |

-t -
—sSTREF
Security Infermtion CONFIDENTIAL
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¢, Securily comsiderations bave in the past mado it difficult,
if not impossible, for certain groups of Agenoy porsommel to obtain
low~cost hmpﬁaalizaﬁm and surgical inswrance., During the year,
various solutions to this problem were explared and a plan for
providing insurance service in cooperation with Group Hosplialization,
Inc. was adopted. An Employee Services Staff has sinee been estahlished
to adninister this program, |
d. Early in the yoar the Persomnel Office initiated a progranm
of prosemtations on various personnel topics of interest to peraomnsl
ond administrative officers throughout the Agency. Typical subjects
presented included Civil Servics retirement, persomnel rrocurement,
separation of unsatisfectory employees, and the Agency’s position
olassification progrem, Mn addition, the Persomel Office perticl-
pated in g program spomsared by the Office of Training designed to
acquaint key Agenoy officials with genaral mrograms and problems of
an adninistrative nature,
e;'Imwedsmmeinthemmseingofcmmmsaﬂonclum (

-

and retirement fund contritutions and refunis was made possitle by
the esteblisiment of s#eﬂal secure channels within tho Federal Agencies
involved for handling these cases, Simplified procedures far obtaining
administrative aprroval of umsual loave requests were also established, |
fo Services offered to employses and their depemdents rrerering :
for overseas assigrments have been moved and exbanded. An informa-. }
tiomal booklot proviaizg general proocessing instructions and goneral
ftens regarding overseas conditions has boen initiated. b
-7 -
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8. Parsomel Recards and Roperta

a. Installation of the standard persomnsl records system com-
tained in the Civil Service Commission's Handbook S-812, Basic
Persommel Records and Flles System for Federal Agencies, wms con-
pleted. Service Record Cards (SF 7) ware converted to this systew,
and procedures for estalilishing the Enployee Rocord Card (OF 4b) in
the operating offices ware developed and later ina‘l‘;.'ll;ed. Standard
Form 52, Request for Personnel Action, was adopted for Agency wee
and a comprehensive instruction pamphlat regarding the inttiatiom
aﬂmmgwmmdmﬁmwmmmmmo
Simplification of rrocodures far effocting persomnel actions imvolying
a tramsfor of funds was undartaken.

- b, Respomsibility for the production of all persomnel statictios
and for record~keeping and rrocessing of tahles of argentzation and’
persomnel ceilings was transferrsd to the Persommel Ofﬁoedtn'ipgthe
year, Flans for a consolidated momthly statistical report were
developed.

9. Organizatiomal Changes

e. During the yaar, & Special Contracting and Allovences Staff
was established in the Persormel Office to administer the special
cmmctinglﬁmnﬁon vhich vas transfarred to the Persormel Office and
the ovorseas allovences function. This Steff i1s responsible, in co-
operation with the Office of the Gemeral Counsel, for the preparation
of all Agemcy personal service contracte and other special .con‘lz‘acte
required in support of covert operations., The Staff is also respoasible

"8“
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for rocommending to the Persomel Director the establishment of
special allowonces and differentials which mey be granted in lieu of
or in tho abooence of standardized allowances and differentinls and
for periodically veviewing tham to make such changes as may bo
destrable or Tequired by local conditions,

b. Following a survey of tho activities and oporations of the
Testing, Standards and Training Dranch of Personnel Division (Overt),
this Branch was re-arganized. Responsibility far operation of the
porsonnel pool was assigmed 4o the nevly-activated Interim Assimnent
Branch, and the clerical training function was transferred to tho
Offlce of Training, The tosting function was placed in the newly-
established Testing ard Evaluation Divisiom,

0. In order to dezeribe tha fuﬁntims apd respomimliﬁas of
these components more appropriately, the Persomnel Studies and
Procedures Staff was re-nemed the Research and Flanning Staff and the
Carecr Managoment Division becams the Career Developmemt Staff.

d. A chart showing the crganisation of the Persommel Office at
the close of the year s abtached as Tab E. |

-G =
<BHORER—
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TAB A

CIVILIAN PERSONNEL

SUMMARY
CALENDAR YEAR 1952
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TAB B

MILITARY PERSONNEL

SUMMARY

CALENDAR YEAR 1952
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TAB C
CIVILIAN PERSONNEL

SEPARATIONS
CALENDAR YEAR 1952
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TAB D

PERSONNEL CFFICE

SUMMARY OF TYPICAL WORK UNITS
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- Security Information -

FERSONNEL OFFICE
SUMMARY OF TYPICAL WORK UNTIS
MONTHLIY AVERAGES - 1952

WORK UNIT

" Recruitment

8q itions
%1 Average mmber on hand
Fositions covered by requisitioms on hand
b. A tions Considered

1) Tew applications
- (2) Reactivated applications
Rejeote and doelinations
4) Revievad far current vacancice
¢. Correspondence with applicants
Outgoing lattars prepared

Employmant and Placement

a. Ceses processed to 1850 for clearance
b. New employees entered on duty

6. Flacement follow-up on new employees

Frocessing for Overseas Ass
g» gignﬂ.aﬂh:;é?nmuued

» terviawa W
¢. Travelers ohesked ocut

d, Agents'! transportation erranged

Testing and Draluation
a, Nomber of Persons Tested
b. Mumber of tests administered and ssored

¢. Field tsst reparts nrepared

Othep
a. DParsormal Relations

oyee Interviews ~ exit interviawe, ecunselling, ete.

b. hﬁaézﬁgbahgmnm$
Hmﬂdy'pmﬂ:ondhﬂw'atnamnh

1/ Based on data from June through December 1952,

oY AvERAGE &/

Security Infarmation (napiFnDEnq1]ﬂ&;
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TAB E

PERSONNEL OFFICE

ORGANIZATIONAL CHART
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MEMORANDUM FOR: Assistant Director (Personnel)

¢t Acting Personnel Director

SUBJECT s+ DProgress Report - Personnel Program

1. In accordance with Paragraph 2 of your memorandum to the Deputy

Director (Administration) outlining a program for improvement of the
over-all personnel situation, progress for the month of Februery 1952 is
reported below. .

2. Improved initial selection and placement.

~a, Previously reported programs for emphasis on the need
for constant improvement in interviewing techniques and report-
ing and regular meetings of Placement Officers with routers
of Personnel Procurement Division are being continued,

be Informal report of exploration by PPD of the possibility
of utilizing commercial cover for employment checks has been made.
A 1limited program of checks in higher level cases is continued.

A ¢e. Outlines of the Testing Training program are attached.
(Attachment l.). Training sessions were delayed pending finsl
approval of the proposed revision of the testing report form
mentioned in progress report for January. Since interested users
in Personnel and operating branches are being invited to discuss
the proposed changes and publication of the final form cannot be
anticipated immediately, it has been decided to proceed with the
general training and to provide additional orientation when the
new form is finally adopted.

d. The Testing Branch has undertaken research on tests
designed to aid in the selection of Medical Technicians and has
begun experimental pre-testing of a new test of typing skill.

3. Placement follow~up.

Placement follow-up interviews are being conducted by both

Overt and Covert Placement Branches. Additional training for Placement
Officers in this activity is to be conducted in the near future.

k. More accurate recruiting requisitions.

The programs for developing a qualifications coding system

and for establishing qualifications standards are still in progress as
previously reported. DOCUMENT NO.

NO CHANGE IN CLASS. O
[0 DECLASSIFIED § )

Ik LASS. .18 8
AN BERLERA 2002107110 - C'A'%%S‘ig;&;ous 10/

oATERG/01 /£/ REVIEWER:
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5. Performance evaluation,

a. The Persomnnel Office and the Career Service Committee
have renewed requests previously made to the General Counsel that
appropriate steps be taken t6 obtain CIA exemption from the Perfor-
mance Rating Act of 1950. These requests are based on security
hazards implicit in administration by the Civil Service Commission
of various provisions of the Act. (See Attachment 2.)

b. Installation of the Personnel Evaluation Report form
approved by the Career Service Committee for general use throughout
the Agency is awaiting DCI approval.

6. Improved supervision of personnel.

a, All members of the Persomnel Office are continuing to
take advantage of every opportunity to provide indirect and informal
training in their regular contacts with supervisors.

be A special study was conducted by the Personnel Relations
Branch, Personnel Division (0) of working conditions, type of
supervision, and morale of CIA telephone operators.

7+ More reliable turnover reports.

a. Work is continuing on the development of a personnel
statistical program. Special reconciliation of turnover reports
will be made monthly until the results indicate that this extra
check is not necessary.

b. Personnel Relations Officers are continuing to place
special emphasis on eliciting actual separations causes from
resignees. A Joint study is plamnned to analyze separations in
terms of the following characteristics of resignees: reason for
resignation, organizational location, position and grade level,
age, sex, marital status, etc.

8. Other developments.

a, OConstruction and installation of a qualifications coding
system. Preliminary try-out of the questionneire designed for use
in recording employee qualifications will be made within the next
two weeks.

b. Personnel Procedures Manual. Work assignments for develop-
ment of specific topics have been made on a task~force basis in
the Personnel Gffice, Final draft of the Placement Chapter should
be completed within the next two weeks.

Approved For Release 2002/07/10 : CIA-RDP78-05939R000200030006-9
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¢s The special project for developing a Lead/Source index
and a different system of requisition inventory for the Personnel
Procurement Division has progressed sstisfactorily. Several
new forms have been devised and approved and most of the plans
laid for fully implementing the procedures,

de A Field Reject Card has been devised which will elimi-
nate preparation of reports of interview and subsequent prepara-
tion and maintenance of an applicant file for prospects who are
rejected on the spot,

€. A work measurement and staffing standards program for
the Personnel Office is being developed as one phase of the
project on Personnel Program Objectives.

25X1

Attachments - 2

Approved For Release 2002/07/10 : CIA-RDP78-05939R000200030006-9



Approved.For Release 2002/07/10 : CIA-RDP7§-05939R000200030006-9

Approved For Release 2002/07/10 : CIA-RDP78-05939R000200030006-9



ApproveWRelease 2002/07/10 : CIA-RDP78-03%33R000200030006-9

TRAINING COURSE IN TESTING SERVICES

(Course A1 Program for Headquarters Placement and Reoruitment Offiocers)

I. Introduotion

A. Greeting and orientation.

B. Statement of purbose of course: Familiarization with policies
and procedures sufficient to permit effesctive use of Testing
Services. '

C. Synopsis of basie subjects to be covered in course.

II. General Principles of Testing

A. Nature of Psychologicsl Tests.

Be Construetion of Tests.
le Pre-testing - (sample)
2. Standardizetion - Validity, reliability, etec.

Co Values and limitations of Tests.
1., Applioation in CIA,
2. Other oconsiderations in selection.

D. Principles of Test Administration,
l. Environmental conditions - favorable.
2. Condition of examiness - optimal,
S« Uniform testing instructions and time limits.
4. Accurate socoring and reporting of results.

E. Necessity for continuous research on test batteries.

1.
2.
8
4.

Appropriate norms.

Intercorrelations.

Validity studies.

Revigion, deletion, or addition to batteries,

F. Security of test information.

1.
2,

3.

Scores not revealed to applicants.,

Information regarding nature and contents of

tests not given to exeminees,

Dissemination of test results: Limited to authoriged
officials on need~to~know basis.

IITI. Testing Branch -~ CIA

A, Diagram of organizational location.

1.

Structure of Testing Branch.

l-
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B. Statement of function: Testing of applicants and agency employees
under consideration for appointment to positions ranging from
GS~2 through GS-9,

1. Testing of appliocants for higher level positions.

2. Clrcumstences perteining to employee testing.

3« Advisory funotion: research and reports to higher
offiecials on qualifications of agency employees.

IV. Description of tests regularly employed in Testing Branch.

A. Basic batteries - (folders of sample tests).
1. Professional battery.
- 2, Differential Aptitudes battery.

B. Knowledge tests - e.g., language tests.
l. Relationship to FDD testing.

C. Skills tests - e.g., typing, shorthand.

V. Procedures in Testing Branch.

A. In testing rooms.
l. Preliminery remarks.
2, Physiocal set up.
3., Instructions - including handling of questions
end ineidents during testing.
4, Soor .’Lng .

B. Report and interpretation of test results.
l. Explanation of "Evaluation of Test Results" form.
a, Exhlbit models of form.
be Semple distributions of raw scores.
2, Differential approach to testing.
a, What must be known to apply - Job requirements,
tests, meaning of report.
3« Use and misuse of reports of test results.
4. Use of written reports supplementing test scores in
specific individual cases.

C. Handling of special cases.
l. Need for advence notifioation of handicep or
unusual situation.

D. Policies and prooedures to be observed by Personnel Officials
utilizing testing services.
1. Authorizing of re-~tests.
2. Replacing lost test reports.
3. Reporting of test scores by telephons.
4., Specific "procedures" to be followed in
utilizing testing facilities.

-Da
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VI. Future developments in Testing Services.

A. Refinement of batteries,
l. Better prediction.
2. More speclalized tests for differential Jobs.
3., Construction of new tests for uses peculiar to CIA.

B. Increase scope.
l. Personaelity rating socales and inventories.
2. Individual tests - non-verbal, intelligence and personality.
a. Application: Special oases of interest to Personnsl
Relations Staff and/or Medical Staff.

VII. Reoapitulation and Evsaluation.

A. Review of basioc principles.
B. Examination.
Ce Critique, questions, and discussion.

VIII. Treininmg Aids.

A. The following Visual aids have been prepsred for
smployment in the training course for Placement
and Reorultment Offlcers:

l. Graphio presentation of Ewvaluation of
Qualifications.

2. Diagram of Orgsnization for Personnel
activitlies,

3« Two frequency distributions of soores
achleved on a test at different grade
levels.

4. BSeample test reports for demonstretion
of proper interpretation of test results.

B. Also included in the presentation of this course
will be folders containing written informetion regerding
all phases of the Testing service. These folders will be
issued to each member of the training group for use during
the course, and will be retained by each as a desk referencs.
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TRAINING COURSE IN TESTING SERVICES

(Course B: Training Program for Specialized Recruiters)

I. OQOrientation

A. Description of the course.,

B. Analysis of funetions of testing in the field.

II. Organization and Function of Testing Branch.

A. Relationship to other personnel functions, administrative

offices, and opsrating units.

Bs Differences and similerities between procedures for applicants

in the field and et headquarters.

0. Current CIA Testing program.

III. Testing Techniques

A. Procedures in effect in the Testing Brench.

B. Basic genersl rules of test administration.
Ce Duties of the Test Administrator.

Application of Testing Procedures in the Field.

A. S8pecialized rsoruiting.

B. Tests used in the field for specialized recruiting.

Ve Administration of Tests

A. Reocrulters aotually teke the tests that they will

use in the field.

VI. Scorins

A. Explanation of scoring method for each test.
l, Raw Scores.
2. Peroentiles

Be Practice by recrulters in scoring own tests.

Ce. BExplanation of Agency norms.

-1-
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ViI. Review of Recrulters! Manusl

A. Proocedures for supply of test equipment and report
of test results.

B. Instructions for administering tests.
Ce. Booring instructions.

VIiX. Discussion Period

A. Recepitulation.
B. Questions and comments on above information.
IX. Exemination - on basic contents of the course.

X+ Final Instructions

A, Issuance of testing kits.

-2-
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TRAINING COURSE IN TESTING SERVICES

(Course C: Training Program for Clerical Recoruiters)

FIRST DAY

I. Preliminary Indoctrination

A. Discussion of testing of applicents in the field.

B. Desoription of the course.

II. Orgenization and Funoction of the Testing Branch.

A. Relationship to other personnel functions, administrative
offices, and operating branches.

B. Differences and similarities between field procedures and
procedures in Washington.

Ce Current CIA Tesbting program. %

III. Testing Techniques

A. Procedures in the Testing Branch.
B., Basioc rules of test administration.
¢, Duties of a Test Administrator.

IV. Handling of Test Results.

1 A. Rew scores, percentile scores.
B. Test reports - evaluation forms.

V. Operation of field Testing program.

A. Clerical recruiting.
B. Description of tests used in the field.

VI. Review of Recruiters'! Manual

A. Procsdures for supply of test 9quipment and
report of test results. A

VII. Briefing prior to observation of Testing Procedures
in the Differential Aptitudes room.

A. Observation of administration of typing and shorthand tests.

B. Briefing on possible questions or situations in administering
Approvg&ﬁer REfkLe 2002/07/10 : CIA-RDP78-05939R000200030006-9
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VIIi. Coaching end Praotice in Sooring - Typing and Shorthand Tests.

A. Review of scoring procedurses.
Be Boeoring of tests.

Cs Tests re-scored by regular Test Administrator = Recruiter's
errors explained and corrected by the Test Administrator.

IX. Training in Administering the Shorthend Test.

A, 8tudy of instructions in manual.

B. Practioce disctation.

SECOND DAY

I. Intensive Training in LA-b Test.

A+ Trainee takes test - as regular examinee - in Testing Room.
B. Description and explanation of LA-5 Test.

C. Training in ascoring procedures - Knowledge of and distinoction
betwesn raw scores, and percentile ssores, must be mastersd.,

Ds Practice in giving instructions for LA=5.

II, Praoctice in giving Typing and Shorthand Instructions, and
Shorthand Dictatlon,

A. Preparation for giving tests in the testing room (if traines
is ready).

IIT. Administration of Typing and Shorthand Tests.

A. HRecruiter actually gives official teats to candidates under
supervision of and with assistence from the Test Administrator.

IV. Scoring and Recording of Results

A. Typing and shorthand tests scored by Recruiter.

B. Reoruiter's scoring checked by Test Administrator - discussion
of any errors or dlsorepanciss.

V. Review

A. All tesat instructions,

B. 8horthand dictation.
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Ce Scoring of all tests.
D. Reporting of test results.
E. Supply procedures.

F. Contents of kits and manual.

THIRD DAY (and succeeding days)

8:30 ~ 10130 -- Praotice in all test instruotions and shorthand dictation.

10:30 = 12130 ~- Administration of typing and shorthand tests in the testing
room,

1:00 - 2:00 -- Scoring of typing and shorthand testse.

(Practice on things needed most - usually dictation.)
Trainee administers battery - Test Administrator asks guestions and

presents situations likely to arise in adninistering the tests.

FINAL SESSION

I Stbudy and review period.
IT Examination on ell aspects of course,
III Discussion and evalustion of Reeruiter's performance
on examinatlon. :
IV Final instructions - issuance of kits, if necesaary.
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21 February 1952

General Counsel
Assistant Director/Personnel

CIA Exemption from Performance Rating Act

1. Careful consideration has been given to the implications of the
Agency's inclusion under the Performance Rating Act of 1950 (P.L. 873,
8lst Congress). This review has reinforced our earlier opinion that the
law contains provisions which are not consistent with CIA's security
requirements. Parts of the Act which are objectionable in this respect
provide that

a2+ No employee..e.shall be given a performance rating regsrd-
less of the name given to such rating, and no rating shall be used
&s a basis for any action except under a performance rating plan
approved by the Civil Service Commission (Section ).

This legislative mandate to the Civil Service Commission
represents for the Central Intelligence Agency a continuing security
problem as long as this Agency is covered by the Act. The exercise
by the Commission of its approval function might involve the disclo-
sure of Agency programs and procedures which make use of rating or
evaluation systems. For example, certain groups of Agency personnel
are rated at the conclusion of their training in preparation for
agsignment to various highly secret duties. Personnel actions affect~
ing these individuals depend largely upon the results of these ratings,
The requirement that such rating plans have the Commission's approval
could result in the release of information regarding Agency missions
and activities which are not even divulged to large numbers of Agency
employees.,

b. The Board of Review which handles appeals by employees will
be headed by a Chairman designated by the Civil Service Commission
(Section 7 (b)).

¢, Each appellant may designate his representative to appear
before the Board (Section 7 (d)).

de The Civil Service Commission is required to inspect the
administration of the rating system or systems in use in an Agency;
if it does not approve of the plan or of its administration by an
Agency, the Commission may revoke the plan and require use of a plan
prescribed by the Commission (Section 8).

2. In view of this situation it is strongly felt that every effort
should be made to obtain for CIA legislative exemption from coverage under
the Performance Rating Act.

' F. TRUBEE DAVISON
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